Staff Time Log

Staff Name: 

Week Ending: 

Organization: 

	
	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	6:00-6:30
	
	
	
	
	
	
	

	
	6:30-7:00
	
	
	
	
	
	
	

	
	7:00-7:30
	
	
	
	
	
	
	

	
	7:30-8:00
	
	
	
	
	
	
	

	
	8:00-8:30
	
	
	
	
	
	
	

	
	8:30-9:00
	
	
	
	
	
	
	

	
	9:00-9:30
	
	
	
	
	
	
	

	
	9:30-10:00
	
	
	
	
	
	
	

	AM
	10:00-10:30
	
	
	
	
	
	
	

	
	10:30-11:00
	
	
	
	
	
	
	

	
	11:00-11:30
	
	
	
	
	
	
	

	
	11:30-12:00
	
	
	
	
	
	
	

	
	12:00-12:30
	
	
	
	
	
	
	

	
	12:30-1:00
	
	
	
	
	
	
	

	
	1:00-1:30
	
	
	
	
	
	
	

	PM
	1:30-2:00
	
	
	
	
	
	
	

	
	2:00-2:30
	
	
	
	
	
	
	

	
	2:30-3:00
	
	
	
	
	
	
	

	
	3:00-3:30
	
	
	
	
	
	
	

	
	3:30-4:00
	
	
	
	
	
	
	

	
	4:00-4:30
	
	
	
	
	
	
	

	
	4:30-5:00
	
	
	
	
	
	
	

	
	5:00-5:30
	
	
	
	
	
	
	

	
	5:30-6:00
	
	
	
	
	
	
	

	
	6:00-6:30
	
	
	
	
	
	
	

	
	6:30-7:00
	
	
	
	
	
	
	

	
	7:00-7:30
	
	
	
	
	
	
	

	
	7:30-8:00
	
	
	
	
	
	
	

	
	8:00-8:30
	
	
	
	
	
	
	

	
	8:30-9:00
	
	
	
	
	
	
	

	
	9:00-9:30
	
	
	
	
	
	
	

	
	9:30-10:00
	
	
	
	
	
	
	


Include all your work hours, including those not assigned to community employment

Write code number for the primary activity conducted during each interval

Please Summarize on Back
	1
	On-the-Job worker training or support for a Community Employee in an individual job including meetings with employer, but not including job development

	2
	On-the-Job worker training or support for a Community Employee in group supported employment including enclaves or mobile work crews employing no more than 8 individuals.

	3
	Off-the-Job worker training or support for a Community Employee (e.g. counseling, skill training, case management, phone calls, meetings, paperwork,...) but not including job development

	4
	Job development, including employer and community outreach with or without the consumer

	5
	Training, support provided in a sheltered workshop or other program setting

	6
	Community-based non-work support

	7
	Travel with consumer (e.g. transportation to work or interviews)

	8
	Travel without consumer

	9
	Other


Staff Time Log Overview and Summary

The staff time log form provides a one week snapshot of staff effort. While some organizations choose to maintain this time log on an ongoing basis, more typically it would be used once every 3 to 6 months to assess trends. Each staff member should complete the form for one week, Monday through Sunday. 

	Code
	Activity
	Notes

	1
	On-the-Job worker training or support for a Community Employee in an individual job including meetings with employer, but not including job development
	Include only support for individuals working in individual jobs and receiving 1:1 support. 

	2
	On-the-Job worker training or support for a Community Employee in group supported employment including enclaves or mobile work crews employing no more than 8 individuals
	Typically this is defined as more than one worker who are supported by the permanent presence of a job support professional. Enclaves or work crews with more than 8 employees with a disability should be reported as program-based training and support. 

	3
	Off-the-Job worker training or support for a Community Employee (e.g. counseling, skill training, case management, phone calls, meetings, paperwork,...) but not including job development
	This category is intended to capture supports provided away from the work place that support or facilitate community employment.

	4
	Job development, including employer and community outreach with or without the consumer
	

	5
	Program-based training and support: Training, support provided in a sheltered workshop or other program setting
	All time providing direct program support in a program setting including sheltered workshop or day habilitation programs. 

	6
	Community-based non-work support
	All time spent supporting community participation or individual community activities including volunteer work, using a health club, continuing education, or small group activities in groups of no more than 3 individuals with a disability.

	7
	Travel with consumer (e.g. transportation to work or interviews)
	

	8
	Travel without consumer
	Travel between job sites or to meetings with employers

	9
	Other
	Includes general case management responsibilities (e.g. ISP meetings), staff meetings, inservice training


Summary (Insert total number of intervals from front of form)

	Code
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun
	Totals

	1
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	


	[image: image1.jpg][C]




[image: image2.png]



	For more information contact: 
John Butterworth, Institute for Community Inclusion
john.butterworth@umb.edu or (617) 287-4357


Training and Technical Assistance for Providers

Training and Technical Assistance for Providers

Institute for Community Inclusion, UMass Boston and Virginia Commonwealth University


